
  Setting Up ADP Portal for Time and Attendance
ADP Portal Set Up
Log on:

https://workforcenow.adp.com
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**If you have a pop-up blocker you will need to click continue when the internet error comes up.  Once this portal comes up, save this into your favorites and name ADP Portal.
Click on: First Time Users? Register Here
Step 1:  Enter personal registration pass code:  Must request this from the Payroll Department
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Setting up ADP Portal and Time and Attendance
Step 2:  Verify your identity – you will need to make sure that SSN option is chosen.  Then enter the following information:

First Name

Last Name

EITHER your Associate ID OR
Last four digits of Social Security Number

Last four digits of Social Security Number (again to confirm)

Birthdate

Click Confirm
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Setting up ADP Portal and Time and Attendance
Step 3: Enter your security information: (note – this is used when you forget your password)
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Enter your contact information How will this be used by ADP?

Email address* trioux@andover.edu

ot phone number e s Tv] [sreszs-aone Oork @ ersonat

[] 1 authorize ADP 1o send me text messages regarding my account at the number | have
provided, according to. ADP Text Messaging Terms and Conditions.

Create your user ID and password

User D jwhitnell@andoveredu Check availability

User ID must be at least 4 characters long and may contain letters,
numbers, and/or these 4 special characters (- @. ). User ID is not
case sensitive.

Password Strength: Fair

Password*
Passwords must be at least § characters long and contain at least 1
letter and 1 number. Passwords are case sensitive.
Confirm password*
In case you forget your user ID or password
Question 1 i what city was your mother born? (Enter full rame of city only) v
Your answer* testl
Question 2* I what city was your father born? (Enter full name of city only) v
Your answer* tes2
Question 3¢ What was the name of your irst pet? v
Your answer* tests

Terms and Conditions





Enter your email address
Create a username

Confirm Password
Choose a security question #1 and an answer 
Choose a security question #2 and an answer 

Choose a security question #3 and an answer 


Setting up ADP Portal and Time and Attendance
Agree to the terms and conditions by checking the box

Click on Register Now
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Read the Terms and Conditions shown below and then agree to the terms to complete your registration.

‘OF WHERE ANY ACTION MAY BE EROUGHT. YOU ACREE TO SUBMIT TO THE EXCLUSIVE
JURISDICTION OF THE STATE AND FEDERAL COURTS OF THE STATE OF NEW JERSEY.
NOTWITHSTANDING ANYTHING TO THE CONTRARY ABOVE, IF YOU AND YOUR EMPLOYER ARE
LOCATED IN CANADA, THESE TERMS SHALL BE GOVERNED BY AND CONSTRUED IN ACCORDANCE.
WITH THE LAWS OF THE PROVINCE OF ONTARIO, AND THE FEDERAL LAWS OF CANADA,
APPLICABLE THEREIN, EXCLUDING ANY CONFLICTS OF LAWS RULES, REGARDLESS OF WHERE ANY
ACTION MAY BE BROUGHT. YOU ACREE TO SUBMIT TO THE EXCLUSIVE JURISDICTION OF THE
‘COURTS OF THE PROVINCE OF ONTARIO.

22. THIRD PARTY BENEFICIARIES. ADP's licensors and vendors shall be considered third party
beneficiaries of these terms for purposes of Sections 13 and 14

Revised July 1, 2014

[7]1 have reac an sgree to the Terms and Conditions cisplayed sbove.

Register now




Step 4: You will receive a confirmation message from ADP sent to your email address.  You will need to respond to that message within 24 hours so ADP can activate your email address.
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Your registration for ADP services is complete!

Things to do for your account + Your user ID: jwhitnell@andoveredu

"= Activate your email What is this? + Your available ADP services

ADP has sent you a confirmation message to ADP Workforce Now
Jwhitnell3@msn.com.

Respond to this message within 24 hours 50 we can
activate your emal address

Did ot receive a confirmation message? Contact your
‘organization's administrator for assistance.

Other services from ADP

ADP® Mobile Solutions Download the free app or log in from your
mobile browser:

All of the conveniences

of your office. Availa EiHE
Anytime. Anywhere App Store Z
[

mobile.adp.com

Call For More Information:
1-800-CALL-ADP (225-5237)






Setting up ADP Portal and Time and Attendance

Please note: If you make more than 3 attempts to log in and the system does not recognize your user name or password, you will be locked out of the system and asked to call your ADP administrator to reset your password.  Please contact Nikky Rodriguez, nrodriguez1@andover.edu or 978-749-4508 to reset.
If your password is reset you will receive an email from ADP with a temporary password; please log in with your user name and enter the temporary password. Once you are logged into the system, ADP will then prompt you to create a new password.



Viewing your Pay Statements and W2’s
Log on to ADP Portal: https://workforcenow.adp.com
Click on Myself Tab

Click on Pay Statements link ( this section of the site is designed to select the option to have your pay statements available online only and receive email notifications each time pay statements become available to view.

Go Paperless:

Click Go Paperless Link (Pay Statements should be checked off ( Click on “Go Paperless” ( 
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Go Paperless  Select Notification Options

View your avalable pay statements, Click the check image to dsplay the Information on the back of the check, Cick Show Check to iew the individual pay statement. You can view your pay statements as check images (default) or in
table format. Cick View as Check Images or View as Table. To view any available adjustments, clck Pay Adjustments, then click a pay date to view adjustment etais. A pay date may contain one or more adjustments.

@ Pay Statements () Pay Adjustments

View as Table




Check off “Access my pay statements online only” ( Click Next ( 
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Step 1 of 4: Select Options

Step2 Choose to access your pay statements oniine, and stop receiving paper copies of your statements, Statements are refained securely online for 3 years. f you
want o retain a copy of  statement for longer than 3 years, you must efther print a copy or save an electronic copy. You may go back to receiving paper
e tt0 retain a copy of 2 statement for onger than 3 years, you must ether printa copy ectronic copy. You may g 0 pape

statements at any time.
Step3
Veriy Online Viewing

)
Contim
0

(7] Access my pay Statements oiine only

8y selecting tis option, you wilreceive your pay statements online only. You willno longer receive paper copies. Afte you cick next, you need to accept terms
and conditions and then verify that you can view your statements oniine.






Viewing your Pay Statements and W2’s

Read “Agreement to Stop Receiving Paper Pay Statements” then Click I Agree  ( Click Next
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Step 2 o 4 Accept Agreement

Agreement to Stop Receiving Paper Pay Statements

8y accepting to go paperiess, you consent to stop receiing paper Pay Statements from your employer and access your Pay Statements only on the secure
websit. (Note: Due to payrol ysles, you may continue to receive 1-2 aditional paper Pay Statements before the paper elmination takes effect).

Your consent applies to Pay Statements furished every pay period unti that consent s withdrawn.

Hardware and Software required: A computer with Infere access,  browser capable of dspiaying most common intemet web pages, and the abity to
view your online statement. Note: you will need to confim your abity o view your online pay statement on the following page.

You may witharaw your consent at any time by changing your election on the secure website. f you witharaw your consent, you will ecelve a confimation
message via e-mall Ifyou no longer have access to the Internet, you must contact your payroll admin'srator to withdraw your consent.Ifyour payroll
administrator withdraws consent on your behalf, you wil receive a confimation leter fom your employer.

[ thore




Verify that you can view Pay Statements Online (Enter Confirmation number shown in box ( Click Next
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Verify That You Can View Pay Statements Online.

Online pay statements are viewable as 2 PDF using Adobe ® Reader ®, or as a PNG document. Enter the displayed confirmation number.

1f you do not see a confirmation number, click Cancel to close the page. If viewing as a PDF, you may need to make sure you have the latest version of
‘Adobe Reader installed and try again.

AR

Please enter the confirmation number shown below into the designated area.
VXAXEYTGDMYQ

Enter confirmation number here: | VXAXEYTGDMYQ|







Viewing your Pay Statements and W2’s
Confirm by clicking Done
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Step 4 of 4: Confirm

Thank You
Thank you for choosing to stop receiing paper Pay Statements and access your Pay Statement using the secure website only. Click Done to save your settngs.

Reminder: Wnen your lstest Pay Statement becomes available on the website 3 notfication will be sent automatically o the e-mail address that you provided. (f
J0u have selected to receive e-mail notificaton).

E-mail Address: troux@andoveredy







Viewing your Pay Statements and W2’s
To View W-2/1099s
Click on Myself  Tab( Select W-2/1099s link.  
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Select Notification Options.

View available W-2, W-2C and/or 1089 annual wage and tax statements. To view detal,cick the tax year. Tax forms remain oniine for 3 years.
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If you would like to receive a notification when your W-2 in available to view:

Click Select Notification Option ( Check off “Send email notification when new Annual Statement is available”
Email Address will default to the email we have set up.  
[image: image22.png]I you select this option, an e-mail will be sent o the acaress below whenever a new annual
Statement (W-25, W-2C5 or 10955) i avaiable to view.

Send e-email noffcation when  new Annual Statement i avaiable.

Your email nofification address on file i shown below. You can change this address by going fo
Preferences -> Communication.

E-mail Address: trious@andover.edu

B CESEE






Viewing your Pay Statements and W2’s
If you would like to change it to a personal email ( Click “Preferences” Link, found  in the upper right corner of the screen and select “ Communications” Tab( Type in new email address ( Click Save
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fopte. av
Securty  Communication
E-mails. Use for Notification 2
trioux@andoveredy =
Personal E-mail: =
Work Contact Information
[ Numbers are outsice the Us. ang Canaca
‘Work Phone: 78 7494508 Edn
Work Fax: Area Code | Diat Number
Work Cell: Area Code | Diat Number
‘Work Pager: Area Code | Diat Number Edn
‘Work Mail Stop:
Personal Contact Information





	
	Page 5
	

	
	
	



